PLACER COUNTY

ADMINISTRATIVE SERVICES DEPARTMENT

MEMORANDUM
TO: Honorable Board of Supervisors
FROM: Clark L. Moots, Director of Administrative Services

DATE: July 11, 2006

SUBJECT: Recommendation to Adopt a Resolution Amending the Countywide
Accounting and Administrative Records Retention Schedule No. 1

ACTION REQUESTED

Adopt a Resolution amending the Countywide Accounting and Administrative Records
(CAAR) Retention Schedule No. 1 for the Countywide Records Management Program.

BACKGROUND

The Central Services Division, of the Administrative Services Department, manages the
Countywide Records Management Program. The CAAR is the primary guidance for all
County departments using the Records Management Program. The CAAR was originally
approved by Board Resolution Number 92-383 in December 1992. As the primary
guidance document, the CAAR identifies various groups of records serving a related
function and establishes a period of retention on each group. In addition, the CAAR
provides guidance and authority to departments to dispose of their records after their
value has expired, in accordance with any legal or regulatory requirements.

As County services and functions have changed over the years, the need for additional
record types has been identified. This revision adds the following record types to the
CAAR: Accident Reports-Vehicles; Attendance Reports; Calendars; Electronic Mail;
Grants, Leases-Real Property; Project Files-Community Development; and Reference
Materials. These record types are used throughout the County to conduct business and
including them in the retention schedule will ensure that these records are properly
maintained and not inadvertently destroyed. These additions have been reviewed and
approved by each County department identified as the official record holder for that
record type and by the County Counsel.

RECOMMENDATION
It is recommended that your Board adopt a resolution amending the Countywide
Accounting and Administrative Records Retention Schedule No. 1 for the Countywide

Records Management Program in accordance with Exhibit “A” to the attached Resolution.

A



Respectfully submitted,

Clark L. Moots
Director of Administrative Services

Attachment: Resolution

Cc:  Candi McCord, Deputy Director of Administrative Services
Ron Baker, Senior Administrative Services Officer
Leslie Blagg, Central Services Manager
Mary Jugoz, Records Coordinator
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BEFORE THE BOARD OF SUPERVISORS
COUNTY OF PLACER, STATE OF CALIFORNIA

In the matter of: Resolution No.

A RESOLUTION AMENDING THE PLACER COUNTY RECORDS RETENTION
SCHEDULE NO. 1 FOR COUNTYWIDE ACCOUNTING AND ADMINISTRATIVE
RECORDS

The following Resolution was duly passed by the Board of Supervisors of the County
of Placer at a regular meeting held, JULY 11, 2006, by the following vote on roll cali:

Ayes:
Noes:
Absent:

Signed and approved by me after its passage.

Chairman of the Board of Supervisors

Attest:
Clerk of the Board

THE BOARD OF SUPERVISORS OF THE COUNTY OF PLACER, STATE OF
CALIFORNIA, DOES HEREBY RESOLVE THAT:

WHEREAS, THE RECORDS MANAGEMENT DIVISION of the Administrative
Services Department has submitted to your Board an amended Countywide Accounting
and Administrative Records Retention Schedule No. 1 for certain County records.



NOW, THEREFORE BE IT RESOLVED that the amended Countywide
Accounting and Administrative Records Retention Schedule No. 1 as presented is
approved for Countywide implementation and the Records Management Division shall
distribute the schedule to all County departments.

BE IT FURTHER RESOLVED that the Administrative Services Department and
all other departments are authorized to destroy or dispose of, on a continuous basis,
pursuant to procedures established by the Records Management Division, the records
papers and documents described in the schedule according to the retention period
stated on the schedule.
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